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: W'nat is the function of the office in which this record series is created?

Agency-Wide A@mﬂlcatlon
ARG T T S

1. This file contains the following documents (1nc1ude form numbers end titles, if any,
and file arrangement) -

Documents relating to malntalnlng control records governing the administration and dispensing

f drugs to patient-clients in Georgia Department of Human Resources Institutions for all non-
controlled drugs and all drugs listed in the controlled substance schedules of the Comprehensive
Prug Abuse Prevention Act of 1970, Public Law 91-513, dated October 27, 1970 and the Georgia
Controlled Substances Act, Chapter 79A Amended, 197u and any amendments to said schedules,

Included but not limited to are various.pharmacy records 1dent1fy1ng name of substance strength
of substance, dosage form, date disPensed adequate identification of patient and amount
consumed. Flles are usually categorized in the fo110w1no manner; o

! | o (See Attached Sheet)
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20. Does the record series provide data as input to an EDP file? Some 1nst1tut10n [X] [ ]
ggwmﬂac1es have computerlzed inventory, dispersal and receipt listing.
21

ces the record series contain documentation produced as EDP printout? Some x] [ 1]
institution pharmacies have computerlzed inventory, dlspersal and receipt listing,

22. Has the Federal Government issued instructions governing the retentlon/dlspo- [x] [ 1
sition of these files? :

23. Will there be a need for these records 10, 15 years from now? It yes, what? [ ] [%]
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QUESTIBNNAIRE Nnr:an “2® 1a \ng‘:ro’.r calu-n __;Lr answer ieo "YES,” 'llll!"‘l-::_;":'lvl‘ T m_j'mmw_‘fﬁ?—s-:.ﬁ]‘i ‘
13. Is this the Record Copy of the series? ' o Ix] 1) '
14, Is there a duplication of this series in another office or agency? x] 11

Tdentification of drugs prescribed are maintained in Patient's Chart (Medical Record)
15. Is the information contained in this series ever summarlzed or published? [ 1 [x]
Attach copy of summary or publicatlon.
16. Does the seriés contain classifled information requlrlng security handling? 3 el
17. Does the serles 1n1t1ate, amend or terminate agency policles and procedures?" ' [ 1 [x]
18. Could the function be performed if the files were lost or destroyed? | ™=} [
"~ Prescription would have to be rewritten. .
19. Is the series {(or major portion of it) regularly microfilmed? If yes, why. [ ] [x]

2h. REQUIRSHENTS. The fbllowing requires the files to be kept 2-5 years:
a.[{STATE  ©b.[]STATUTE OF ¢.[]AUDIT  d.[}FEDERAL e.[RADMINISTRATIVE f.[JHISTORICAL

LAW LIMITATION PERIOD LAW DECTISION VALUE
(Cite Law, Statute, or other reason for the rctentiow requirement)

See Attached Shéet

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

of each <-[]CALENDAR YEAR -[]FISCAL YEAR -[:&OTHER varies from institution to ,then:
institution. ' _
Medical Prescription Files - Cut-off flle at the end of the calendar or fiscal year;

hold in pharmacy for 2 years; then destroy.

Pharnacy Inventory, Dlstrmbutlon -~ Cut-off file at the end of the calendar or fiscal year-
and Recelp't Files . hold in- phamacy for 2 years; then destroy.

Pharmacy Drug Reference Files - Destroy when no longer neéded for reference,

Poisqr Dispersal Log (if - Cut-off file at the end of the calendar or flscal year;

applicable) hold in pharmacy for § years; then destroy. '
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